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This module is one of a series of 100 performancef«-based 
teacher educatiorV^PBTE) learning packages focusing upon 
specific professioffal competencies of vocational tfeachers.'The 
g competencies upon which these module^ arB ttesed were iden- 
' tified and verified through research as beingymportant to suc- 
cessful vocational-teaching at toXh the secondary and post- 
—s«condaiy levels of instruction The modules are suitable for 
the preparation of teachers'in all occupational -areas. 

'Each module provides learning experiences that integrate 
theory and application, each culminates with critenon refer- 
f enced assessment of the teacher's piBrforfJ^nce of the speb- 
ified competency. The materials are designea for use by mdi- 
vidual or groups of teachers in training working under the 
direction and with the assistance of teacher educators acting as 
resource persons Resource persons should be skilled m the 
teacher competenc/ being developed and should be thor-' 
oughly orient^ to PBTE concepts and procecfure% in using 
these mate^igffs. 

The design of the materials provides considerable flexiBility for 
planning and conducting perfomri ante-based preservice arid 
inservice teacher preparation programs to'meet a wide vanety , 
of individual needs and jnterests me materials are intended for 

• use by universities and colleges, state departments of eauca- 
tion, post-secondary institutions, local education agencies, )apd 
others responsible tor the professional development of voca- 
tional teachers. Further information about the useofthe mod- 
ules in teacrter education programs js contained in three re- 
lated documents. Student Guide to Using performance-Based 
Teacher Education Materials, Resource Person Guide to 

. Using Performance-Based Teacher Educaflon Materials and 
Guide to Implementation of Performance-Based Teacher 
Education. ' 

, The PBTE curriculum pacl^ges are products of a sustained 
research and development effort b^^ The Center's Program for 

. Professional Develo|iment for Vocational Education. Many in- 
dividuals, institutions, and agencies participated with The Cen- 
ter and have made contributions to the systematic develop- 
ment, testing, revision, and refinement of these very significant 
training matenals Over 40 teacher educators provided input in 
development of in(tial versions of the modules^ over 2,000 



sociate Program Director, Glen E. Fardig, Specialist, Lois Har- 
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was performed byCenterStaff withthe assistance of numerous 
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THE CErfTER FOR VOCATIONAL EDUCATION 

The, Center for Vocational Education's mission is to 
increase the abiNty of diverse agencies, institutiorvs, and 
organizations to solve educational problems relating to 
individual career planning, preparation, and progression 
^ The Centef fulfills itfi mission by 

• Generating knowledge through researc^i 

• DeveJOping educational programs and" products. 

• Evaluating individual program needs and outcomes 
« •Instalfing educational programs and products 

• Operating information systems and services 

• Qpnducting leadership development and training 
programs 
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INTRODUCTION 



As a'vocationaUeacher, you are probably al- 

" ready aware of the valuable contributions that an 
occupational advisory committee can make to the 
school and community, and especiallyihe as^is- 

. tance the corrimittee can provide to you. Most vo-, > 
"cational teachers, whether at the secondary or 
post-secondary level, will be expected to work with i 
an occupational advisory comfnittee for, their ih- 

•stractional program area. Simply orgafeing the 
occupational advisory committee does not ensure 
that the committee will be viable and effective. The 
advisory comitiittee will need assistance if it is to 
continue as a functional committee. The teacher 
•has a majo/ responsibility to help maintain the 
smooth^ and effejctive operation of the^ccupa- 

; tional adyisory comnnittee. 

A neWly organized or reorganized advisory- 
committ^ will need help if it is to irature The 
teacher will need to tdmporanly assume leader-^ 
ship for the committeeNcbmmittee members will 
need to learn their roles and the role of thecommit- 
tee. ThjS school administrators and boarrf of edu- 



cation or board of trustees may also need to learn 
how to utilize the expertise of the advisory commit- 
tee, and to recognize the potential value' o^ the 
committee. 

, Once an advisory committee is ftilly functional, ^ 
the teacher's role will becornethat of a facilitator,* 
or "helper." The teacFier will still need to provicte 
guidance to the advisory committee,^ut the advi: 
sory committee should be expected to assume * 
responsibility for its own leadership. , ' 

A functional advisory committee needs written 
rules of operation to help, ensure-jts continuing 
existence and effectiveness. The committee will be 
abl^to identify what it hopes to acconnplish, and 
then set out to reach its goals. This modiihe is. 
designed to assist you in developing the rem- 
'p^tehcies needed to help an occupatione^l advi- 
sO:fy committee mature to thetevel at which it can 
maintain itself 



ABOUT THIS MODULE 



Objectives 

TtmlMl;bb]fOtlvt: While workingsjn an actual schoo^ 
rsftuatlon, maintain an oZJCupatlonataoYjsory committee. 
Your peiformance will tie assessed tiTyour resource^ 
petson, MSiniJ the Teacher Perfonnance Assessment^ 
Form, pp: 3ff^0 {Learning Experience IV), - - ^ 

Enabling Objectives: 

1. After completing the required reading, demonstrate 
l<nowledgeof the procedures for maintaining a newly 
organized or reorganized occupatlonc^l advisory 
committee (Learning Experience'!). 

2 Atter completing the required reading, demonstrate^ 
knbwiedge of the procedures' for maintaining an 
existing occupational advisory committee (Learmng 
Experience //). 

3" Gi3?en' a case study describing how a hypothetical 
teacher maintained an occupational advisory com- 
mittee, critique the performance of that .teacher 
{Learning Experience III) 

Prerequisites 

To cori1p^^^e this module, you rtiust have competency in ' 
organizing an occupational advisory committee. If you 
• do not already have this competency, meet with your 
resource person -to determine what method you will use 
to gain this skill. One option is to complete the informa- 
tion and practice activities in the following module. 
• Organize an ''Occupational Advisory Committee, 
Module A~4«> \ • 

Resour6e« ' * 

.A list^f the outside resources which supplement those ■ 
contained within the module follows. C^eck with your ' 
resource person (1 ) to determine the availability and the 
locaiion of these resources. (2) to locate additional ref- , 
erences in your occupational specialty, and (3) to get 
assistance in setting up activitife^with peers or olpserva- 
tions of skilled teachers, if ngcessary. Your resourde 
person may also be contacted if you have any difficulty 
w;th directions, or' in assessing your progress at any 
tim'e. 



Learning Experience I 

, Optional 

Reference: American Vocational Association., 7/?e 
Advisory* Com'mittee and Vocational Education. 
Washington, DC: AVA. 1969. , * ' 
♦ .Reference: Riendeau, Albert J. Advisory Commit- 
, tees ior Occupational Education. A Guide to Or- 
ganization arid Operation. New York, NY. McGraw- 
Hill Book Company, 1977. , 
A vocationaljeacher, school administrator, or advi- 
sory cpnvnittee chairperson knowledgeable about 
procedures for maintaining a newly organized. or 
reorganized occupational advisory committed vjith 
whom you can consult v 
A-r?ew organized or reorganized occupational advi- 
sory committee whose initial meetings you can at- 
tend. C ' • - 

Learning Experience II '* 

Optional 

A vocatiofial teacher, school administrator, or advi- 
sory comhiiitee chairperson knowledgeable about 
procedures for maintaining an existing occupa- 
tional abvisory committee wfth whoijn you can con- 



sult. 



An existing occupational Shvisory committee 
whose annual," regular, o^ special^ji^etings you can 
attend. ' ^ ' ^ . 
^ A resource person and lor peers with whom you can 
discuss the'readings. ' ^ . ' 

Learning Expqrience III 

Ncoutside resources 

Learning Experience IV , ^ 

Requffed ' ^ 

An actual school situation in which^ as part of your 
teaching duties, you can maintain an occupational 
advisory committee 

A resource person to assess your competency in 
maintaining an occupational advisory committee. 



f . V - ^ ^ ' ' This module cavers performance elemen5numbersi25-29 from Calvin J * 

Y , Cotrell et ai. Model Curricula for Vocational and Technical Teacher 

'* ^ , • Education. Report No V (Columi)us. OH The Center for vocational 

Education. T^e Ohio state University, 1972) The 384 elements fn this 
docgment form the research- base for all The Center's PBTE module 
, . development , " 

For information aboOt the general organization of each n^oduie: general 
procedures for thpif use, and ferminology which is common to alt 100 
modules, see About Using The Center's PBTE Modules oh tbe inside 



back cover 



Learning Experience I 



OVERVIEW 




.After^cqmpieting the .required reading, denpnstrate knowledge of the * 
procedures for maintaining a newly organized or reorganizepl 'occupa- ^ 
** tiorial advisory committee. * . \ ^ > . ■ * J ^ * 



VSu will be reading thq information sheet, Maintaining a Nevyly Organized 
er Reorganized Occupational Advisory Committee, pp. 6-13: 

You may wish to read the supplementary references, The Advisory Com- 
mittee an£i Vocational Echjcation/ pp. 32-46; and/or RienjJeau, Advisory 
i)ommittees for Occupations} Education: A Guide to Organization and 
Operation., . ' ' / 



Yo'u|fnay wish to discuss the procecjures for m3intaining an occupational 
acpiory committee with'p vocational teacher, a school administrator, 
and/or the chairperson of an advisory committee. 



\ 



'( Op\.\<iha\ — 
E Activity m 



You may wish to attend ojie or mo»;e of the initial meetings.of a.newly 
onganiz'ed or reorganized occupational advisory committee. 




You wil»it»e jiemonstrating knowledge of the procedures tor maintaining a 
newly organized or reorganized occupational advisory committee by com- 
pleting the Self-Check,pfx 14-16. ' , 



You.will be evaluating your competency by comparing your completed 
Self-Check wjth the Model Answer^, pp. 17-18. . ' 



, Activity 




For information on ptanning and conducting the first meetings, developing . 
rules of operation, and preparing an annual prograrn of work for afiewly^ 
ofganiz^^QJ ueo rganilzad-a ccup ati o nal-adVis^^ fol- 
lowing informatfon sheet: 



MAINTAINING Aj NEWLY ORGANIZED OR 
REORGANiZECrOCCUPATIONAL ADVISORY 
COMMITTEe 



Once the pro^^iK^for organizing an occupa- 
tional advisory corrfrWttee have been^completed 
and the cpmmittee members appointed by the 
board of education or bo.rfrd of trustees, steps 
jnust be taken to ensure that the advisory commit- 
tee willbegin to operate and coptinue to operate 
effectively. The teacher has a critical role to play in 
assisting th6 new advisory committee members as 
. they begin to funrction as a committee. The teacher 
, id the facilitator, the persQjn who sfippliels the lead- 
ership to guide the committee through its jnitial 
stages of op- 
eration. The 

quality of this ^ ^.^d^l^ T 
initial lead- 
ership is crit- ^ ^ 
ical;itwill w limmM^^ i 
determine 
whether the 
advisory 
Committee 
v/ilh function 
as an effec- 
•tiVe anS con- 
tinuing 
con^nnittee. 

First • 
Meeting 

' The first meeting of a newly organized or reor- 
ganized occupsltional advisory comnnittee is per- 
haps the mo'fet flnpodant. This meeting establishes 
a clinnate for the successful operation of ihe advi- 
sory committee. During this meeting, the comnriit- 

v't^e members will form initial attitudes about the 
pptential effectiveness of the advisory committee, 
and Iqelings concerning their role as committee 

* members. 

The teacheKshouIci assume the leadership role 
for planning and conducting the first meeting. The 




meeting must be well planned and conducted in a 
businesslike manner. Procedures found to be 
' most often associated with the formation of effec- 
tive advisory committees shouW*serve as a guide 
to the. teacher. * / * ^ 

The agenda for the first meeting should t)e care- 
fully planned by the teacher and reviewed with tVie 
school administration. The meeting should be 
scheduled to last not more than orie an^one-half 
hours.*^Ttie starting and ending tinies^ould be 
closely observed b^ th6 teacher: 

The obfectives of the first meeting ^eed to be 
identified, "and an agen(^ prepared that will ac- 
complish the objectives. Usually, the first meeting 
is designed to— ^ ^ . ^ ^ 

* • provide an opportunil^ fo^ the members and 

any ex officio members to Become acquainted 

with eac+i othe/ 

• demonstrate that the school administration 
. recognizesiKe importance of the committee, 

and is committed to support the committee 

• establish a procedure for the committee 
members to develop rules and regulations 

' \which will Serve as. a guide for continuing 
operation of the committee 

• review the history of the occupational educa- 
tioaprogram arvd its present rc5te<in the school 
system 

• assi$fthe committee menibers with identifyr 
. ing the nee^^or an annual program of work 

for tjpe cocnmittee 

• establish a time, place, and date fpr the next 
meeting to be held at the earliest appropriate 

' date ^ y ' V 

Sample 1 is an example ota basic agenda for such* 



a meeting. 
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AGENI 



ADVISORY COMMITTEE MEETING 
TENTATIVE AGEND/W 



Em 



I. Qtoening remarks (tpacher) 

II. Inmpduction of those present 

Berrarks (school administrator and/or board president) 

• 'importance of tha wbrk oHhe committee • 

F^resenmtion (teacher) 

the\phoors occupational' program 

Discussion 

• need fox rules and regulations ^ 

• develo^TO^ thQjcofnmittee's working rules and- regulatior^s 

• appointr%rit of rules committee 

VI. Discussion 

• the com'miMe's pfogVam of worK'for the year 

• suggested rr^jor tasks 

VII. -Discussion • ^ < 

• agenda f or Jh^ext meeting 
time and place %f the meetirSg' 

VIII. Refreshments 



^ — Af(er if ie ii gfcrrtda4^9Hs>eef;4enta^ely--eH4lme4r~ 
Ji^e teacher will oeed to prepare for the meeting - 
The time, place, and date for the meeting must be* 
determined. From t^e topics identified ip the tenta- 
tive agenda, the teacher will be able to determine 
the guestsJo be inVited. Each person to be invited 
should be contacted by^the teacher to ascertaio 
which "of two possible* dates selected byMhe 
teacher^ would be most appropriate for scheduling 
the first meeting. The teacher should bQ sure the 
facilities in which the meeting is to be held are 
availabje for the dates selected ' ^ 

The teacher's classroom or a 'room near the 
laboratory are recommended locations for the ad- 
visory cofnmittee meetings. Meeting in these loca- 
tions will help members of the advisory committee 
feel more involved with the occupational program, 
and^ill help them see the school resources avail- 
able<(or delivery of the program. 

\ dnce the'time, place, and date for the first meet- 
ing are determined, the teachershould send i nvita- 
tions to each member, ex officio member, and 



-guest. A copy- 
of.the tenta- 
tive agenda 

.should be in- 
cluded with 
the notice. A 
notice of the 
forthcoming 
meeting m^y 
be prepared 
and submit- 
ted to the t 
sch^^ol ad- 
ministrator 
for approval 
for release to 
the news merfla. 

Arrangements need to be made^^hrough the 
school administrationto.confirm the scheduling of 
the facilities for the meetmg^and 1o alert the 
school custodial staff. A large fable with comforta- 
ble chairs around it is appropriate for ar^advisory 
committee meeting. A place should be identified 
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for each person who wilf attend the meeting by* 
placing a name card on tf^e table in front of each 
chair. The narhe cards will allow each participant' 
to e asi l y i dentif/those th e y do n o t kn ow . I n ad dl- 
. ' tion, each member arfd.ex officio nn^ber should 
be .given the following items. * \ 

• a pad of pap6r and penciJ ^ 

• a popy of th'e meetingxagencfa ^ ^ 

• a listpf advisory committee rhembers and ex 
officto^members'with their addresse$ and teJ- 

^ ephon'e numbers - • * 

• a cc^y of the advisory committee^ "t:harter'* 
^nd organizational procedures as previously 
approved by the board (ft education or.board 
of trustees * " 

^ • a new file-folder with a label attach^contain- 
ing the name of the individual, thfnar^e of the 
occupational advisory committee,* and the* 

^ / - name of the school 

• ash trays, if smoking is permitted ' ' 

The teacher should arrive early and greet each 
new member on arrival, introducing each person 
^ to the others present. Whenevgp-possible, the 
teacher should comment on^^jeTplace of business 
of the me^?ber,^or give other information .which 
would 'explain why this person was invited.^ 

The teacher should arr-ange to have space set 
aside in a ffle drawer'for use by the advisory com- 
mittee/ Rec-^ ' . < 
orils^min- • 
ut4s),of the 
committee 
* meetings, 
extra copies 



An imporfant part of the first m^i^lg and sub* 
^ sequent meetings may be the informal discissions 
which occur during the refreshment period after I 



of materials. 




ana corre- 
spond^nce 
can be 
stored in the 
file.. A folder 
should be, 
placed in the 
fije for. each 

committee . ^ . 

member, because indivraual members may yvish to 
• I.eave their materials at the school. 

Arrangements for refreshments should be coi^® 
sidered. Gfenerallyy the school provides refresl#, 
mients for at least the first meeting. Hovyevcer. th^ 
members of the advisory committee hriight desire 
to rotate the responsibility for providing refresh- 
ments -among themselves, or might even appoint . 
an ad hoc subcommittee for this ptrrpose. The 
'teacher once more should assfst the Sdvisory 
committee, if necessary, by providing access to the 
school's coffeepot, silverware, and the like. 



' the formaPmeeting is adjourned. Thus, it is import 
tant that the meeting start and stop on time, to 

"--leave tinie for this informal discussion in whteh | 
committee members, who'must work as a'tearp, i 
can become acquainted. ' * " ' 

The- teacher- should serve as the terhporary 
' chairperson for the first meeting. The commit|ee 
members need to become better acquainted and 
make plans fo develop a set of rules of operation 
before the permanent chairgepson is elected from 
the membership. Also, a,4^mporary secrjBtary wilf 

• need to be appointed to serve during' the first tvi^ 
^m,eetingfe.* It is appropriate to ask a committee 
member to serve^as temporary secretary; often a 
member is asked to perform this task before th6 
first meeting. The chairperson should summarize . 
the results bf thef meeting and the plans for future * 
meetings. 

Second Meefihg 

. A well-planned, professionally conducted first 
, meeting \yill sefthe stage for a productive second 
meeting. The fihpt meeting 'should ^jave conclude 

• with pjansjfpr a set of rules for the operation of the , J 
committee, and foran annual program of work for 

, the committee. The second meeting provides the * d 
teacher with tfie opportunity to begin transferring 1 
leadership to the commjttee members. This is the 
.meeting during which the committee starts to be- 
come operational. ^ * 

The te'^chec must ^ga)n prepare for the second 
meeting in muph the samemanner as for thet first. 
■^-Jhis4i m e rth o t o aoh o r s hou l c fn^eet-with the ad hoc 



committee (a committee appointed for a particular 
purpose or circumstance) appointed todevelop.a« 
set of rules for committee Qpera\Wf\, The teacher 
should be prepared to suggest an area of concern 
for the ^ommittee tp begin studying. 

* Usifally, tbe ad.hoc committee will have d.eyel- 
oped a proposed set of rules to be considered at 
the second meeting. A copy of the proposed rutes 
shpuld be included when the notice of thejfieeting 
and agenda are mailed to members. This will allow 
the committee members to do their "homework" 
before coming to the meeting. Sample 2 is an ex?- 
ampl6 of rules for the operation of an advisory 
committee. * . , , 



i 




sghool administration fpr review and approval 
by the board of education. ' ; ; 

DQint an Ad hoc com mittee t p prepare a 



Appc 



The objectives for the second nfteetin^eed to 
be reflected in the proposed agenda. The tollow- 
ing items are usually kppropriate: 

• Review the accomplishments of the first meet-r 
Ing. 

• Adopt a set of rules for ttfe operation of the 
committee ^hich will be fon/varded to the 

SAMPLE 2 



slat? of candidates for any positions identified 
in the rules for committee opet^a'tion. 

• teegin developing^the first annual program of 

• work for the committee by appointing an ad 
hoc committee. ' - 

• Identify one a^ea of concern which the com- 
mfrttee members will accept as their initial tsisk 
(e.g., the selection of training stations for the 
cooperative program', or the need for addi- 
tiorial space or eqUipmeRt for'the vocational 
program). 

• Set d timej, place, and date for the next meet- 
ing; the nixt meeting should probably be hfeld 
in about^ month. ' 

• Provide a second oppo'rtjjnity far the mem- 
bers to become better acquainted. 



RULES AND REGULATIONS > 
VOCATIONAL ADVISORY COIflMITTEE 



The officers ^iTl consist of a ch^irperison, vic€t-cha)rperson, ^0 recording secretary, i nese 
;: 0ffiQei3wi|l be elected annually at the first regular meeting of the committee, arid will §erve for 
a bne^yeaf terrp/Offlcers may ^ • , , 

^v^iibebfrim|tlees , . i ' ^ 

I JC jhe elected offic>9rs, and the instructor who serves as an ex officio member, will constitufe 

X Bil Ojiber Subcommittees may be established and discharaed by a majori^ vote^ theadvisbry 
c^ members. ^ ^. . * . ^ \ 

'V, h Subcommittees may be continuous*or ad hoc4n nature depending upon needs. f 
? : \ 2^^^^^ subciommittee may elect its own chairperson and secretary w h'eri tliese*positions 
^ :-^^&;i/l l'ilf^^ by^the advisory commfltee or chairperson. * ' • 

t%n r • '^^^ the subcommittee -will be specified by the advisoiycommittee; . 

;"4: subcommittee size will be detemnined by its function. Memt)ersmp may include per- 
' 96ns not on the advisory conrimlttee, such as students, citizens, and school employees, 
j^-^. ; ^ > At (east one member of the sub'committee will also be a member of the. advisory, 
' ; ^ ^ corrimittee. ' , * , 

Subcommittees will report.regularly to tile advisory committee. 
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;|^|;|^,'^vj^^ committee wilf plan and operate under an annual program of work. Topics, 

" " " * )lanr . ' ' • • 

^discussed at th*e first regular meeting of the 

fey mem.bers ari* others will be considered jby the executive copimlttee. The, 
IM^^ : -^ executive committee will formulate.the annual program ot work to be presented to the 
"^i^^^k Jfl^dvl^ry committee at the -first regular meeting. 

ijlP^tofhgs', ^'"^^ ^' ^• ^ . ^ .-''"'"^ 

^i ^^f j^ J^ otmrk will Indicate the r^gufaV meetings to*be held each' year * 

At least meetings yviil ^ held eaph jjear ^ / % * - , 

r . 0. Special nl||tings rtiay be called or regular'^meetings cancelled by actfon of the-executlve 

\ committee. * 4 ' 
^ -p. - thes0XiEfcutlve committee (and/or cfrairperson) in ^consultation with the teacher will .be* 
; respofisibib for planning the agenda of individual meetings, ' * 

E. Each meeting will l)egin'af fhe announced time and will continue for no more than two 
• hours., 'f ^ [ . • , ^ 

F. Parliamentaiy procedure will be used when a e|^dlsion of the advisory committed Is to be 
, recorded or transmitted. O'thenwise. discussion leading toward consensus of th^ members - 

will be thetpreyalling procedure used.aKmeetings. '' ^ - ' ' ^ ^- . 

G. A qUoi*um will cpn^sibt of a majbrity ol the offlctelly appointed mtfnibers of the advisory 
^ , committee. • ^ * " ' . . ^ 

V. Responsibilities t)f Members , ^ 

A. - Each^memtMBr is expected to attend m^tlngs regula^ participa^gjn t4ie advisory cortimit- 

; • f - tee discussions, afjid serve on subcommittees when requestedt^^ v * ' \ - 

B. Each rnembdr Is'expected to carefully study any problems which come before the advisory 
committee before reaching a fipal decision, . ^ » 

C. Each member te e^jtpected to reach k personeU decision, after pohsidering the views of 
. othet^itizens and/or organizations, ^'^ - . - ^ 

• D. Each member is expected to respect ttie rights of fellow committee members by MX 
►reporting or disci|sslng opiniqns pT individual members. The opinFons and conclusions of 

the advisory commi ttee ias a whole may be dlsc^ussed, within the policies approved by the 

board of education, / • - ^ , . \. ^ 

' Vl/ Lo?s of Membership ^ ' • - ; '^^ v 

* -^Any member who Is, absent from three consecutive regularly scheduled meetings Without 
good Reason will be conslderedMo have resigned from the advisory committee, and the 
: _ \ Jadvlsor^^committee will notify the board of education (trustees)^(a writing, 

• yil, . Use of Consultants ^ - 

/ Theadvisorycbmmitteema/utilizeconsultenfefrom ' 

t; ^ . oJWain^^^^ 

V ^JvJhe8e IruUas of operation may be amended by a tworthirSs vote of the appointed memreVs of 
the advl^ry 'committee, ar^ subsetjuent approval by the board of education. 
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. Third Meeting / 

B y the thirds meeting of the ad visory committee/ 
the transfer of leadership from the teacher to the 

• committee should be complete. TJie committee 
should ^elBct its officers, as specified in the ap- 
proved rules of operation. After the meeting, the 
teach«i-Sjole JShifts from chairperson to consuf- 
tant. How- * '* 
ever,,the . 
teacher will 
continue to 
serve as a 
faciliktor,.a ^ 
key person m 
maintaining 
the smooth 
functioning 
of the com- 
mittee. 

The third, 
meeting iwill, 
generally 

focus lipon 

developing a long-range annual program of work 
(see Sample 3). and the committee will^ begin to 
work on the initial- task identifi'AJ at the previous 
^meeting. * , 

^ The teacher will also need to provi(;le leadership ' 
in developing the first annualprbgram of work 
Once the (^ommittee becorhes Operational, ihe 
executive group will generally propose an annual 

* program of work to the committee at Jhe first meet- 
ing ofeach year. . , * ^ * v 

' Ttie teacher will need to work with the ad hoc 
committer appointed to<ievelop the fii'st program 
.of work. The ad hoc committee will need sp'fecial , 
assistance during this initial effort. 

*During.the first year of operation, the members 
of the advisory committee wifi need tojdevfelop an 
adequate level of awareness^ and understanding 
regarding ;he school system and the' rbl^ of ihe^ 
.occupational program The ihltrafpYogram of work' 
may be designed tQ provide the advisory commit- 
tee with a. base for identifying 'both a process, 
' which can be followefi each year, and the appro- 
pr^ate areas of cpncern to be given attention dur- 
ttrg this and subsequentqtpars. 



* The ad/isory committee members must k{jow 
and. understand ttie goals and objecti>7es,of^the 
instructional program The fcommittee wJN need to 
"know what is being done and how well these goals 
and*ob]ectIves are being met The committee-will, . 
then be1V>a position to review the existing situa- 
tion and»1dentify ^areas which deserve more in- 
depth study. The committee may be able to ra^nk 
the areas of cpncern in order of importance as a 
guide for th? use of their tin^e 

Once the areas of concern fiave beten identified, 
the committee. will be jn a position to plan wgys^ 
and means for approaching the jfoblems. Gener- 
ally the cpmmittee will be seeking answers to the 
f'oirowing types of questions. ' ^ *v- - 

• Where are'we'nov^? What is the situation? 

• Where should we be? Wliat should be bur 
goals and objectives for this parf .dr th^e in- 

^ structional program? ' < , 

• What information do we need about the pres- 
' ent situation? What ifjlormation do'v^need to 

^ project the future? , 
. • What can be accomplished within the limits of* 
' existir^ resources'? 

• What ca^ be done'under the-present school 
policies? ' ' * 

. • What should we recommencf to the teacher, to 
.the administrator, and-to the board of educa- 
tiori (trustees)'? ' • 

• How much^of the supporfihg information ' 
^ , gatheced is'to be transr^iitted to.the board'? 

.Ttie first year's program of work should ensure 
the development of a sound base of knowledge^ 
.arinong the cbmrfifttee members One or more 
specific concerns should'be identified forcdmmij- 

Abe actioa The concern^ selected for attention 
shoiild provide an opportunity for' accomplish- . 
ment dunng the first year. If the committee re- 

- ceives positive feedback ^and caH see Jhat i! has 
accomplished sq^mething, it will be much oasier to ^ 

^ maintain enthusiasm among the members ' 
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SAMPLE 3 



PROGRAM OF WORK 



FIRST-YEAR PROGRAM^F WORK 



^ Objectives 

e A. TM committee will be | , 
gome organized to function 
On a continuing basis. 

B. The members of the committee 
will become familiar with 
the instructional program.. 



The committee will assist* 
*'-^^fth the developrnent of ' 
. * short- and long-range goals 

for the program. 



The committee^ will identify 
areas of concern. . 



Activities 

1. Develop rules for 
operating the committee.^' 

2. Elect officers. C 

1. Identify the exist- 
ing goals of the program. * • ' 

2. Review the^arts of 
• the program: , 

a. classroom/lab 
_jnstructiort - ' 
. b, worl< experience 
c: studenrvocational organization 

d. adult education 

e. teacher professional 
development 

3. Evaluate the outpomes^f * 

the prpgram in relation to the goals 
'l riDetermine Jpng-range ^ 
employment trends. 

2. Identify anticipated /" , 
technological changes. 

3. Prepare a statement of .' 
goals for the (Drogram for 
the next five years?. 



-:4^entify pi^ential prol^^ 



reas bj^^cbtnparingiOff^ 
goals with outcomes of the . 
present.programs. ^ 
Iclentify ^)<lBtirig problem 
areas with the assistance ot -f v, 
the teacher. . ..V 

^lect; one or more areas ' ^ 
of concern, examine the problems, 
and rflake .recdmmendations to the 
board t)f education (trustees). ' \ - 



Date 

Sept.-Oct 

§ept.-Oct. 
Sept.-Nov, 

S^pt-.-Oec. 



Dec-Jan. 



-Nov.rDec. 
Nov.-Dec. 

,Janv 



Feb -Nov. 



Nov.-June 



Special problem areas may be icientified earJy in 
the lile of the committee. Attention may be focused 
upon studying thes8 areas of concern as soon as 
the comnaittee is organized. However, the commit- 
tee must flevelop an understanding of the goals of 
the occupational program and the delivery system 
of the total.program, if intelligent decisions afe {o 
result. 



The role* of the advisory committee can be 
viewed as a cyclic review and^evaluation process 
as illustrated in'Figure 1. This process applies to 
the program in its totality, as well as to each prob- 
lem area selected for study. The advisoiy commit- 
-tee will become a continuing coownittee, con- 
stantly evaluating and reevaluating both the pro- 
.gram and the decisions made by the committee. 
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FI0URE.1 

> • * * * 

THE ROLE ^OF An ADVISORY COMMITTEE 



Develops^ 
Recommendations to 
Overcome Problems 



Jdentifies Areas 
of Concern 



Advisory Committee 
Identifies Goals 
(objectives) 



■ c 





Compares Outcomes 
with Goals 







Reviews • . * 
Instructional Program 







Determines Outcomes 





Optional ^ 
Activity ^ ^ 



For further information on procedures for maintaining an occupational 
advisory cortimittee. you may read The Advisory Committee ^nd Vocational 
Education, pp 32-46, and/or Riendeau, Advisory Committees for Occupa- 
tional Education. A Guide to Organiza*tion and Operation 
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Optional I. 
Activity fjm^ 



You may wish to arrange through your resource person to tneet with a 
teacher, "a school administrator, or an advisory commfttee chairperson 
experienced, in maintaining a newly organized occupational advisory 
committee to discuss procedures he or she uses and problems encoun- 
tered. In this discussion, you could ask, to see copies of agendas arid 
annual programs of work, and discuss the ar.eas^of concern past commit- . 
tees have identified.. * . • * 



^ Ootic 



Optional _ 
Activity 



You may wish tD attend one or more of the initial meetings of a newly 
organized or reorganized occupational advfsory committee. Pay particular 
attention to the teacher's leadership role, and (if you attend thS first three 
meetings) the way In which hB/she tnpnsfers responsibility tp the commit- 
tee. 



-J 




The following items cheek your comprehension of the material in the 
information sheet, Maintaining a NeWly Organized or Reorganized Occu- 
pational Advisory Committee, pp 6-13. Each of the four items requires a 
short essay-type response or the development of an agenda. Please rQ- 
spond^f ully, but briefly, and make sure you respond to all parts of each itenl. 



SELF-CHECK . ^ 

1 . You fere in a good^mood today. The board of education ha5 authorized your occupational advisory 
committee, and Kas approved the statement of organizational procedures. But look out. here come§ 
, Bjorn Synic, one of your teaching colleagues. Mr. Synic immediately starts telling^ou that you are 
t foolish to have asked for an advisory committee. "Advisory committees mean more work^for yQ.u/,' 
according to your colleague. This person continues by telling you that you wiH'never have ehough 
time to keep the advisory committeegoing. How can you ever find time to plan the agendas for each 
meeting, conduct the meetings, and more important, find things to do that will keep the committea 
busy. Your "friend'' concludes this monologueby predicting that you will be lucky if you fcan find time^ ^ 
to hold more than one advisory comnnittee meetrng during' the year. ' 

Of course, you do not attempt to change theppiniens^ your colleague at that point in time. Ho^^eyer, 

if you could get this person's attention, imdX would you say regarding— 

a. the leadership role of the teacher in working with ^n occupational advisory committee? 
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b. procedures you intend 'to follow in order to help the new occupational advisory committee 
become relatively' self-sufficient, thus lightening your leadership role? 





\ 



I 



2. The day has finally arrived. Tonight the first meeting of the new occupational advisory committee will 
be held'. Outline the agenda you have prepared for their first meeting. 
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3. Th^irst/neetfng was a success, and the members/if tTO advisory committee have decided to mfeet 
again ih^two weeks. Outline an agenda for this ^corid meetling. ^ 




/ 




4. Generally, things are going well with the advisory comrhittee, though there is some disagreement 
among the members as to what the annual program of work should be. The third committee meeting 
is scheduled to take place in three weeks. Outline an agenda for this third meeting. 



■J 
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Compare your written responses on the Self-Check with the Model^An- 
swers given below. Your responses need not exactly duplicate the model 
responses; however, you should have, covered the major points. 




MODEL/ANSWERS 

a. Yes, the teacher will be busy during the ini- 
tial j/ha^es of the establish^ment of an occu- 
pSnonal advisory coijimittee. But, once the ^ 
Idvisory cpmmitteie becoYnes operational, 
the teacher's level of involvement wHI be re- 
duced. 

The teacher will need to assume the major 
leadership role lor a newly appointed com- , 
^ mittee.^ The co^nmittee members will be 
looking to the school for initial leadership. 
The, teacher wiH transfer the major leader-' 
ship responsibilities to the members of the 
committee oh a systematic basis as the 
committee matures. The teecherls role shifts 
to that of a facilitator (a helper, consultant, 
advisor, and communications link betweep 
t|ie committee ajjd the school) as the advi- 
sory CO mmittee^ members assume more re-/ 
sponsibility for their leadership, 

. You would probably descnbd^^e steps you 
will take during the first tfiree meetings to 
help the committer rnembers assume Read- 
ership' responsibilities for the continuing 
operation of the advisory committee. 
The4eacher assumes leadership for plan- 
ning and conducting the first meetirig; the 
' committee rnembers are not prepared to do 
this. One result of ttie first meeting will be 
vthe appointment of an ad hoc committee to 
develop a setofVules fbr the operation of the 
advisory committee. Once the rules of oper- 
ation arev adopted, the committee will be 
able to elect officers and willliave guidelines 
to ensure continuing operation of the co'm- 
mittee. . * ' 

At the second meeting, the teacher will 
again be responsible for pla,nning and chair- 
ing the^meeting. The rules of operation'wilT 
be approved by the members. An ad lioc 
committee v\/i1l be appointed to prepare a 
•Slate of candidates for the officers of the 
commitjtee. Another ad hoc committee will 
be appointed to b^gin developing an annual 
program of work. 

The thiVd meeting is probably the last meet- 
ing the teacheKwill plan and chair. At this 



meeting, the members *of the* committee 
should elect their officers and adopt their 
annual program, of work. Now, there are 
officers — members of the committee — who 
will assuqne the responsibility for the leader- 
shfp of the committee. And, the committee 
has a Qj^ogram of work whj^ch will serve as a 
guid^r the committee officers as they plan 
future meetings of the advisory committee. 

Agencia for the First Meeting 

• Introductions 

(The teacher, assumes this responsibility as 
the temporary chairperson. This is a good 
time to distribute copies of the agenda, char- 
ter, statement of organizational procedures, 
etc.) 

• Appointment of a temporary secreteiry 

• Remarks from the president of the board of 
education (tru^ees) or school administrator 
(The president can give the board charge to 
the committee and briefly explain the "Char- 
ter" and statement of organizational proce- 
dures.) ^ . 

• Remarks from the superintendent of schools, 
principal, or dean 

(This person can tell the advisory committee 
members how they may help the school.) 

• Explanation of the advisory comx^ittee con- 
cept ( 

(The teather can briefly describejthe role of 
occujDational advisory committee, and give 
^ examples 6f what other such committees 
'^havfe doner.)' • ! 

• Steps to betaken in establishing an operating 
.structure v 

^ (The teacher can explain the need for a set of 
rules of operation, and appoint an ad hoc 
committee to develop a proposed set of rules 
to bQ considered at the next meeting. S^ple 
rules can be distributed.) ^ . j 

• Planning the'next meeting ^ y 
(The teacher should be sure the committee 
^members set a date, time, and pl2tce for the 
next meeting. The teacher can 'remind the 
members thdt the rules forsoperation will be 
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on the agenda, and that the committee will 
need to bpgin developing an annual program 
•of work.) 

• Adjournment and refreshments » 

Agenda for the Second Meeting 

• Call to order 

(The teacher is still the.aa^ing chairperson), 

• Roll call 

(By the temporary secretary.), 

• Reading of the minutes of thfe first meeting 

• Report of the ad hoc committee' for develop- 
ing rules of operation ' 

(The teacher should ensure adequate discus- 
sion occurs so that all members understand 
the proposal. A formal vote should be taken to 
accept the proposed rules, or the rules as 
revised by the committee as a whole.) 

• Making plans for the development of a-pro,- 
gram of work 

(The teacher should lead the discussfcn to 
identify possible goals of the committjbe for 
the first year.) ^ / 

• Appointment of committees 

(The teacher will need to appoint an ad hoc 
committee to prepare a slate of candidates for 
ttieofficer^positiqns, and an ad hoc commit- 
tee to develop a proposed annual program of 
swork.) 

lafeQtificatioh of an area of cooeern to study 
(tVieteacti©T should be prepared to suggest a 
topic for the committee to begin examining. 
The teacher should have needed information 
ready to present to the committee.) v 
Plans for the next meeting ' m 

(The teacher^shoulrfensure that the members 
of the committee set a ^late, time, and place 
for the next meeting. The teacher may wish to 
remind the members that the election of of- 
ficers, and the approval of the annual program 
of work, and continuation ©t the study of the 
problem will be items onlne next meeting 
agenda.) ^ 



• Adjournment and refreshments 

(The teacher should make arrangements to 
meet with the ad hoo committees before the 
members leave the meeting.) 

4. Agenda for the Third Meeting 

• Call to order ^ 
(The teacher will serve as chairperson, proba- 
bly for the last time.) 

• Roll calf . . ^ • 
(By the temporary secretary.) 

• Reading of the minutes from the' previous 
meeting 

• Election of pergrianent pfficers 

(The ad hoc nominating committee will give 
its report, and the hiembers should take ap- 
propriate action to elect officers.)'*' 

• Planning the annual progr^im of^work 

(The ad hoc committee for planning the an- 
nual program of work* will give its report, and 
^ ttte members will take appropriate action to 
"1 apprdve an dnnual program of work.) 

• Implementing the program of work 

(The committee sho.uld'then identify areas of 
concern to be studied, and identify plans for 
tackling the problems. The annual prograrp of 
work will serve as a guide.) 

• Continue study of area of concern identified 
at previous meeting , . \^ 

(The teacher should be prepared to assist the 
committee to continue the stydy of this prob- 
lem area.) ^ ^ 
Plans for the next nieeting ^ 
{The teacher should ensure that the members 
' ^et a time,<Jate^and place for the next meet- 
ing. And, i\\e teacher should mal^e arrange- 
ments to have the permanent officers (if 
elected) take over the leadership role at the 
next meeting. The teacher may wish to remind 
the committee that the agenda of the next 
meeting will include the implementation of 
thfe planned program of work, and the ^tudy of 
the items selected by the committee.)- 
Adjournment and refreshments 



LEVEL OF PERFORMANCE: You r completely Self-Check should have covered the same major.points as 
the* model responses. If yo^||Kssed some points or have questions about any additional points you 
m^de, review the material iinhe information sheet, Maintaining a Newfy Organized or Reorganized 
Occupational Advisory. Committee,' pp. 6-13, or ch^k with your resource person if necessa(;y. 
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Learning Experience II 



OVERVIEW 



iS^l Objective 

t' — 




Aftfer. completing the required reading, demonstrate l<nowledge of the 
prd.cedures for maintaining^ existing occupational advisory committee. 

You will bereadingthe .information sheet, Maintaining an Existing Qccupa-^ 
tidhal Advisory Committee, pp, ^1-25. ' / ^> ^ 



I - Optional ^ 



You me^y wish to read the supplementary, information sheet. Functionsj)t 
an Advisory Committee, pp. 25-28. * . , t 
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V 



OptronaJ 
Activity • 




- You may wish to disj:u^ the procedures for maintaining an existing advi- 
spry committee with a vocational teacher, school administrator, apd/or 
advisory con)mittee onairperson. ^ 



Optional ^ 
Activity^ J 



You may wish to attend a meeting of an occupational advisory committee. 



w Optional _ 
^^tiyity ^ 



You may wish to meet with youfc resource persoh and/or peers to.further 
discuss the information in the feadihg(s). ' 




f You will bejcjemonstratlng knowledge ofjhe proceduresfoKmalntalnlng an 
existing b.ccupationell advisory cohimittee by competing the Self-Checlc, 



^^f pp, 29-30, 




\ 



You will be eva'feating yilbr nompetencyjby comparing yoyr completed 
Self-Check with the Model Answers, p. 31.« * " \ . * 
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Activity 




For infof^Tiation onjDianning the annual program ot-vmfk,'and ]i>lanning 
afid conducting naeetings for-an exi^fing occupatlonar advisory commit- 
tee, re^d the following ^i/iformation sheet: ^' ^ 



MAINTAINING 1\N EXISTING 
09CUI^ATI0NAL ADVISORY C0MI\5ITTEE. 



A functioning advisory commiUg^ill have ^ 
planned turnoverof piembership, and a change in 
officers on a periodic basis. New members and 
hew officers must receive orientation to the role of, 
and procedures followed by, the advisory commit- 
tees An "advi- 
sory commit- 
tee hand- 
book or 
manual is 
one elective 
ttecKnique to 
use in orient- 
ing new 
members 
and officers 
to their role 
and function. 
This hand- 
book would 
<tontain a . 
statement of the school's philosophy, the purpose 
of tKe vocational program, and the advisory com- 
mittee's^charter, organizational statement, operat- 
ing rules, and list of members. ^ 

In afldition, the handbook shoufd briefly de- 
scribe the role and functions of the occupational 
'Advisory committee, the members, and the of- 
ficer^. The handbook will probably need to be re- 
vised occasionally as the committee matures and 
experience is gained. While the content of- the 




activities. The majOr long-range goalshould^be to 
seek continued improvement of the occupational 
education program. Such an effort requires a sys- 
I tematic and continuous pro^rant of assistance to 
the sdidol and an ongoing^eva^uation of all major 
program activities. Aspects of'the program which 
can p6 considered include;' goals of the-occfipa- 
tional education program, course conter\t, place- 
ment for\work experience, facilities and equip- 
' ment, placement and=ifollow-up of graduates, stu- 
' dent vocational organizations, adult education, 
finances, community- needs; and long-range pro- 
gram fJlans. ' ^ 

An effective occupational advisory committee 
will Qevelo^'an annual program of work which 
reflects the committee's lorT^range plans. This 
^lan of work for the yeaV'provides a guide for the 
. . allbcation of the committer's time and resources. 
And, the annual program of work provides a bench 
mark for'thg committee to use when evafuating the 
year'§ accomplishments. 

An annual plan of work will include sele^tfed 
components- of the long-rafrge plan as well as 
speciallssues to be considered during the current 
year. Nolj^li special issues will be known at thetime 
the annual plan is adopted. 'Problems and con- 
cerns identifi^ during the year should be brought 
to the attention of the committee through items of 
' busine_si^ plad^d on the meeting agendas. ^ 

Occupational advisory committees can identify 



expenenue it> yaineu. vvniic mc ounc^iii wi- wyvy«j^w*..,w,.w*. — - — w^.. — , 

handbook will largely be thq work of the'^commif- ^ specific activities in whiCh^they desire to partici- 
4.^^ ♦u/*^^^u^. r^»./^KoK^/ vAiiii nooH \c\ aQQiimti rp- natp pvprv"* vparj ExamoTes of these recurrino ac- 



tee, the teacher probably will need to assume re 
sponsibil|t^/f6'r it§^tual production. 

Planning the Annual Program of Work 

An-cccupational advisory committee cannot ac- 
complish in one year all the goals and acjtiyities 
that may be identified. In addition, special issues 
developjeach 'year which may require the attention 
Off the advisory committee. It is essential for an 
advisory committee to Identify its goals a^d de- 
velop plans for accomplishing those goals oVer ah 
extended period of time. 

Long-rang)at planning covering several years will 
help the advisory committee coordinate ^ts yearly 



pate every"* year^ Examples of these recurring ac- 
tivities include—; 

• planning an annual program of work 

• participating in the clnnual parent-student 
^ banquet-sponsored by th^ student vocational 

^Organization . / ■ 
^^Isisting with the seleqjion of outstaneHfig 
^^'^^tudentst • ' 

• publicly recognizing outstanding students ^ 

• assisting with. the placement of students for 
^ work experience 

• assisting With held ftos 

assisting'the teacher with the adult educatioh 
' program' ^ 



i / 

• reviewing the equipment list 

• submitting an annueU report to the board of 
education (trustees) 

Th4 tQacher plays a key role in helping the adVi- 
scJry committeemejyibfers plan their anmifeil pro- 
gram of work, meteacher should rpeetwith the 




committee chairpefSQn and help draft an annual 
program of work. The Iqng-range plan, minutes of 
committee mee^ngs.andany annual reports of the 
committee's activities can serve as useful guides ' 
when drafting the^nual program of work. 

The advisory committee chairperspn can call a 
meeting of the executive committee fokthe PU^ 
* pose of reviewing the draft of the annual pro§!cam ) 
of work. The proposed anrifu^l plan, approved byf 
the executive committee, Gfan then be presented to^ 
the advisory committee for adoption by the cortj:; ' 
mittee as a whole at the first meeting of the com- 
mittee's fiscal year. The adopted program of work 
will become the guide for planning the agendas of 
the meetings otthe advispry commfttee duringthe 
current year. ' 

An occupational advisory committee annual 
program of work might include the items in 
Sample 4. 



SAMPLE 4 

ANNUAL PROGRAM OR WORK 



.Objectives 

Maintain the 
advisory committee. 



> Ensure the instructional 
J/' . progfam is relevant^ 
J ^and up to, date. 



; VGv the tfeacher 



Activi ties * ^ 

1. Elect officers. 
_ 2. Adopt an.ahnual program 
^(a^^f work. * 

3. .Submit an^nnual program 

of woric for the followirig 

y Review the course of 

" study*-^* * 
^2. Estitbljsh acceptable 
• stiii^ards for work ^ 
i_t>^rfornri*(W by students. 
, Review the ecjulpment list 
'1 . Help Identify ;w0rlcexperlence 
, :t)pportunltfes.^ 
.2. Assist with field trip 
' - . arrangprneht's. : ; - ; . 
* 3. Help ptaca grad^^^ 

initial empioyment r 

4. Review applicationsfor student 
vocationarbrgahizatiqn awards. 

V %61 Help plan adult educatlb|f - 
, ^ * evening^ciasses. ^ 



/ 



' * Dates 
Sept. ' 

Sept. - 

June 
Oct.--May 



July-August 

Sept-May 

MayrJune 

March 

Sept, and 
January 



ERLC 



22 



Planning and Conducting Meetings 

Meetings of an occupational advisory comnjit- 
tee can- be classified as either annual, regular, or 
special. Thtfinnual meeting is the first meeting of 
the advisory committee each year, usually m Sep- 
tember This IS when the advisory committee pre- 
pares for the year's work: officers are elected, last 
year's accomplishments are reviesved, a plan of 
work for the cu rrent year is ado pted , and #i e dates, 
fimes, and places of the regular meetings are es- 
tablished for the-remainder of th^ year. 

The regular meetings are designed to carry out 
the annual program of work. The number of regu- 
lar meetings may vary according to need, but as a 
general rule the advisory committee should con- 
vene «t least four times during .the year— once 
every three^months. A properly prepared annual 
program of work will ensure that a peed exists for 
calling each regular meeting. 

Specfsfl meetings qian advisory committer are 
generally called wri^n an unanticipated need 
arises, or when the members deem it aecessary to 
meet mqre frequently than originally planned in 
order to complete the program of work Special 
meetings should be called only when a real need 
^xists. 

The "rules of operation," or bylaws, adopted by 
fhe advisory committee should specify who i^'re- 
' sponsible for calling the afivisory committee meet- 
ings. Usually thB annual meeting and the regular 
meetings are 'called by the chairperson, .but only 
after consultation with the other members t\ the 

executive committee. 
« 

The ultimate responsibility for planning each 
advisory committee meeting rests with the chair- 
person The teacher, however, should confer with 
the chairperson in advance of the meeting" to dis- 
cuss a proposed agenda for the meeting Minutes^ 




should be included in the^^enda Special ar- 
rangements should^be considered, such as invit- 
ing resource persons to attend or arranging to 
have background information for an item dupli- 
cated for each member. 

Once the^entative agenda has been prepared by • 
the chairperson, thi5 rules of operation will often 
.specify that the executive committee should re- 
view and accept the proposed agenda In rriany 
situations, -the executive committee miay merely ^ 
authorize the chairperson to prepare an agenda. 

An advisory committee vvill at some point need 
to obtain information from resoui-ce people; the 
commrijtee members canaot be expected to know 
everythmg A resource person may be able to give 
the committee an insight into the strengths and 
weaknesses of the work experience phase of the 
program A staff member from the employment 
secOTjty office'can explain'the role of that agency 
in securing jobs for graduate^. Recent graduates 
of the educational prqgr;am are sources of valu- 
able inputs regarding the strengths and weak- 
nesses of thejnstructional program ^ 

All advisory committee meetings should be con- 
ducted in a businesslike manner Upon authoriza- 
tion from the committee chairperson, the tougher 
can mail notices of the meeting to the members 
and guests. A nojice may be given to the sthool 
administration for transmittal to the news media • 
The first notice can be mailed abput four weeks 
prior to the meeting date, along with a copy of the 
proposed ageoda and any materials which' the 
committee members should study m advance of 
the meeting. ^ 

It may be desirable to mail a follow-up n'otice 
'approximately one week pnor to the.meeting date 
Some teachers find a phone call reminder to the 
committee members on the day before the 
sched^lQ^rneetmg to be ve^y effective. This re- 
minder notfce and/or phone call can help ensure 
the largest* possible attendance at the meeting. 

The teacher should firrange for the.meeting 
facilities through administrative channels. (Se^ 
pp. 7-8 for a discussion of arrangements for 
facilities, seating, file space, refreshments, etc , for 
advisory committee meetings.) The committee 
chairperson, not the teacher, 1s. responsible for 
actually conducting the advisory committee meet- 
ings. The ability of different chairpersons will vary 
The executive committee has a duty to assist each 
chairperson to ensur/5 that the meetings are run 
' effectively. The chairperson will have had an op- 



1 To gam skill m using resource persons, you may wish to refer to 
Module C-20 Use Sub/ocf Matter Experts to Present Information 
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portunity to^discuss the agenda with* the teacher, 
and possibly with other executive A<:ommittee 



SAMPLE 5 



1\SENDA FORMA?' 



members, prior to the meeting. The chairperson 
will feel more comfortable having had prior inputs 
\ from these Wrhbers of the committee. ^ 

# 

It is recommended that the recor^mg secretary 
for the committee be elected from among the citi- , 
zen members. In some situations, it may be appro- 
priate for the teacher to serve as the committee 
secretary. Regardless of who serves as secretary, 
the teacher is in a position to utilize the ^resources 
9f»the school for typing, (juplicating, distributing," 
iand filing materiate for the'connmitte'e. "Wie citizen 
members of the com^mittee usually do not have 
access to these kinds of services. 

.Each meeting of the advisory committee should - 
foHbw an approved format of activities. This format 
can be reflected in the way in which theagenda is 
orgginized (s^e Sampje'5) . ' • 



\ 1 



^ 1. 

-4s- 
• 7. 



Gall meeting^o order (committee chairperson). 
TaK&°roll of. meml)ers arfel gaests present; 
Read arid'accept minuted of previous meeting. , 
Bevieyu^'propo'siacl agenda- and accept additions or^ther changes. 
■^(Jrisjder routine' business matters such as ann'ouncements.or feports."^^ 
Con8fdeMtems4>U>usiness-m9st-easily-disposed-of^ ' 



Consider major items of business, such as special items ancj program of work activities. 
Plan fpr the next me#ting. , • - 

.Adjourn meeting. , • J . > 

:$0rva refreshments, ^ ' v 




'Occupational adyisOry comnrrittge meetings are 
usually, conduct&ff in an informal, but controlled, 
atmosphere. Discussion should be open and free, 
buti^arliamentary procedures should be followed 
whenever official action is taken. The mefnbers of 
advisory committees tend to function more effec- 
tively when the chairperson is able to lead the 
group in reaching consensus ^hrough business- 
like discussion. \^ . 

Strict adherence to parliamentary procedures! 
may make -the citizen members feel uncomforta- 
ble, and result iri less than effective committee 
me^ings. In some situations in which^committee 
mennb^rs^re not experienced in committee work, 
the teacher rlriay have to take the initiative in h'felp- 
ing the group formulate and reach decisions. This 
should be dohe, of course, without pressure-or 
"railroading" tactics. 
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. Communication between the occupational ad- 
visory cornmittee. school adnT^nistration (superin- 
tendent of schools.^ pcmcipal, department chair.- ^ 
person, dean, director of occupational'education), 
and the teacher should be continuing and two-c, 
vyay. The advisory committee should submit a copy ^ 
of the mirtutes of each meetirjg to the bOard of 
education (trustees), throujgh proper administra- 
tive channels The advisory committee may occa- 
sionally desire tp-prepare special communicatfons ' 
to the board.^one sucti communication might be 
an annual report of activities ^'nd accomplish- 
ments'of the advisory committee, if the cormnittee ^ 
decides to undertake thtS/task - 



the advisory committee should follow-the chan- " 
nets for communication established by'the school 
system Generally, the advisory committee will 
fransmit all compiunications"to the board of edur 
cation through the School adqimistration fe g . to, 
the department (Chairperson, to the principal, to 
the supenntendent, to the board of education). 
Official communications-should be signed by the 
secVeta'ry and, or phairperson of the. advisory 
committee The minutes oj each advisory commit- 
tee rfieeting should, of course, be signed by the 
committee secrfetary \ _ ji 



rOpttoraai 

-Activity 



I 



If you would like to review some of the'wa^ an occupational advisory 
committee can be of assistance to you as a vocfationaLteacher. you may^ 
read the following supplementary information sheet ^ \if^' 



FUNCTIONS Oi= AN ADVISORY COMMITTEE 



A major focus of a community survey is on ques- 
"mittees are centered around the functions of^^tions relating to the job market, especially in de- 
occupational/cammumty surveys, course cor>tent^f&rmjjiiing the' short- and long-term manpower 



The activities of most suqcessful advisory com- 
are 



advisement, stude^it placement, community pub- 
lic relations, equipment and facilities', progr^m^ 
staffing, program review, and .commuTiity re-' 
sources Each of these eight functions and related 
activities with which a(;Jvisory committees might 
aid you is discussed under the appropriate head-.^ 
ing. . ^" 

\ 




Community Surveys 

Asolid rationafe for why a school should offer 
a particular progranr^, and whaf^ should be in- 
clujied in the program, is essential for thesuccess- 
ful institution of the program Advisory committees 
can play a major role in the planning ^nd analysis . 
of surveys which attemp*t to define program needs 
The actual survey is usually conducted by voca- 
tional Education personnel'withjhe support of the^/ 
advisory committee 



needs in relevant latjor mark^ets When discuss- 
ir|g the communTty survey design, the committee 
should first attemptTo identiTy the major questions 
to be answered Thes.e questions should aid^jnj 
making decisions for establishing, updating, ex- 
panding, or discontinuing the program Surveys 
are -generally designee] to obtain the following 
kin?js of information. . ' , 

he number Of people in a geographic area 
cVirrentJy employed-in agiven occupation, the 
nSmber currently' needed, and the projected^ 
/lumber for a set n u mber of years (usuafry five 
yeafrs) ■ / 

the occupation(sj in greatest demand • 
the jobs within, an occupation^f'or which/rtSto*^ 
in^ IS needed - . ; t 

the interest of youn'g* people and. adults in 
training for selected oC;cupations ^ • 
the need for supplemental training for people 
alrfeady ertiployed ^ * ' 

the number of grad uates from schoohoccupa- 
tional programs who might be accepted for 
employment in a community 
new areas in vyhich training should be .de- 
veloped 

recommendations on- the vocational pro- 
grams to be expancled, discontinued, or es- 



tablished 



When the advisory commfttee meets to review 
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and. discuss the datafrom the survey, several 
topicaneed^o be thoroughly discussed. Fi rst, what 
general trends are noticeable in the data? Sec- 
ondly, does the data provide accurate ^nd ade- 
quate information for making the necessary deci- * 
sfons? Thirdly, how can the dat& b/5 presented so 
they are readily and factually interpretable? The 
Interpretation and summarization of survey result? 
important advisory committee activities. 

Although projected occupational demand is a 
major consideration for establishing new pro- 
-grams, it is not:the only consideration. A commu- 
nity survey usually contains additional factors, 
such as student abilities, commuhity financial re- 
sources, populatlbrj trends,»and attitudes of par- 
ents toward the proposed program, which may b^ , 
considered essential. The community survey fo- 
cuses on questions addressed to students, par- 
ents, and^usinesspeople. Information^from these 
sources complements manpower infdrmation, 
1 and provides comprehensive information^ for all 
parties served by the. educational program. 

• 4 

Course Content Advisement 

Providing advice on course content is one of the 
eight reqognized functions of vocational advisory 
committees. The primary concern of the advisory 
committee in thisifre^ is the establishment of prac- 
tices which wlfl keep>instruction practical and 
relevant. All phases of training should be reviewed 
periodically in order to keep the program occupa- 
tionally oriented and up to rate. 

JThe advisory committee can engage in identify- 
ing, occupational competencies, developing goal 
statements for the program, and reviewing the per- 
formance objectives of the program. Each of these 
activities .centers around ensuring the technical 
relevancy of instruction: The advisory committee 
can alSQ offer advice concerning the relevance of 
course content to students. For example, does the 




course content provide the student ^vith ^r^.entry- 
level job skifl? Does it provide an adequate basis 
for further education? 



In giving advice concerning course Oontent, the 



advisory committed may examine the broader 
areas of— 

• occupational information included ip the 
course 

* • employability skills such a^mterviewingskills 
' included in the course 

• emphasis given to human relations skills 

• provisi ons fo r disadvantaged orhanctjcapped 
students ' 

• the relationship of course content to other 
cpurses in the curriculuhi 

• -the level oif skill development 

• the in^tusionof information an further educa- 
tion ' / 

• the emphasis given to developing respect for 
rtoolSi/equipment/facilities 

• evaluation of the students' experience in the 
course ^ 

The type of advice concerning course content 
provided by the committee or requested by the 
teacher should reflect the goals of the promam. If 
the program goals are designed to provide R>r the 
total education of the student, the advisory com- 
mittee can provide valuable input for developing a 
pr(^gram to meet all the students' needs. 

Student Placement 

In a society whet'e "accountability" irueducatlon 
has become increasingly important, student 
placement is frequently used as one measure of 
the^uccess of the vocational program. There are a 
number of activities through which advisory com- 
mittees can assist in placing students. These in- 
clude — 

• organizing employer/student conferences 

• notifying teachers or the schpol placement 
office of job openings ^ 

• reviewing student follow-up studies 

• coordinating placement services with th^ 
state employment service and vocational re- 
habilitation service^ ' ^ 

• employing co-op students an4 graduates 

Community Public Relations 

The public relations function of an advisory 
committee involves its assistance in keeping lines 
of communications open between your program 
and the comrriunity. The committee can help de- 
velop comhiu nrty awareness as well as stimulating 
the interest of other individuals in vocational edu- 
cation. 

Some possible methods'of effectively utilizing 
the advisory committee in public relations in-* 
elude — • » 



i^developing'comrniunity awareness of the vo-* 
cational facility and its equipment through an 
open house 

• having members of the advisory committee 
and vocational education personnel speak to 
civic and service clubs in the community 

• developing a format td^ promote vocational 
programs through the newspaper, radio.^ tele- 
vision, and other media 

• establishing an awards program for outstand- 
ing students 

• providing input at board meetings 

• planning participation in public funding ac- 
tivities 

providing feedback to special populations in 
the loc'al community such, as the disadvan- 
taged, handicapfjecf. and minorities 

Each of these is a critical activity which may have a 
significant impac"l on the way in which individuals 
in the commu nity evaluate the quality of the voca- 
tional program. 

Equipment and Facilities 

A continuing problem in vocational education 
has been the obsolescence^of equipment and 
facilities. Through the leaoership and the team 




efforts of voqationaf ^i^orrnel and advisory com- 
mittee members, qu^ty equipment and facilities 
can usually be spcured. 

One of the most irhportant functions of an advi- 
sory committee is its recommendations regarding 
equipment and facilities needed to provide stu- 
dents with the optim um le^arning environment. The 
best possibly solution nfeeds to tie found to fully 
utilize the community and school resources. 

The advisory committee can be involved with 
this importaht function through— 

reviewing present equipment and facilities 

• stJrveying equipment currently in use by in- 
dustry 

• analyzfng projected industrial-trends in re- 

• gacd to etjuipment utilization 



• suggesting replacement of equipment 

• advising on bidding procedures 

• Seeking equipment donations 

Program Staffihg 

The administrative^unction of hiring qualified 
instructional staff can be suppcjrted in ^several 
areas by an effective advisory committee. Of 
course, all final decisions as to thQ^recruitment 
policies, criteria for hiring, and the final selection 
of an incfividual still rest with the recognized ad- 
ministrative official. 

The advisory committee can engage in the fal- 
lowing types of program staffing activities. 

• Review teacher selection criteria.— Items 
such as Itje quality and quantity of experi- , 
ence. educational requirements, teaching 
certification(s), references, and the com- 
pliance of criteria with recruitment or hiring 
practices are appropriate. 

• Suggest recruitment policy,— Considera- 
tions might involve compliance with local 
contract, the availability of placement agen- 
cies, the services of placement agencies, and 
ethics relating to recruitment policies. 

• Recommend number and level of staff — 
This would be an especially important func- 
tion for an advisory committee working with a 
new program or new vocational school. 

• Revlewteaching applicants and recommend 
potential candidates,— The advisory commit- 

. tee should only be involved in this function to 
the degree requested by the administration. 



Program Review 



* Program review is a critical function of an advi- 
sory committee. It is not the responsibility of an 
advisory committee to handle the complete evalu- 
ation of an educational program, but the commit- 
tee's review can be a valuable aid in your program 
evaluations. Sometimes program review is the 
pnly function of an aa\?isoryvCommittee. However, 
most people view it as an um&n^lla function which 
takes in several other committee functions such as 
course content advisement and public relations. 

Specific program review activities may in- 
clude — 

• evaluating student performance ' . 

• comparing program acdomplishments wrth 
program objectives 

• making periodic reports to the administration 
or school board 

• formulating recommendations for program 
improvement 
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Beforeihe committee undertaken a program re- 
vrew, it should be told how the program review 
effort relates to other program evaluation efforts.^ 
Secondly, the committee needs to review all cur- 
rent a^^3^past documents relating to prrog^ram 
evaluation^specially previously written local re- 
ports. TWrdly, program goals must be exactly iden- 
tified if they are net already written down in an 
acceptable form. Fourthly, a data-collection jn- 




strtjment which focuses on the specific questions 
being addressed may need to be developed This 
may not be necessary if the data for answeri.ng'the 
questions Ts already available in a report or can be 
obtained by interviewing selected people. ^ 

From this point, the committee may go through a 
series of sub-processes such as drafting a tenta- 
tive report, reviewi ng the report, formulating a final 
report, and approving the final report. The writing 
of specific sections may be handled by a subcom- 
mittee of several members, with the rewrite arjd 
editing being handled 'by one person.' The fin^l 
dratt is usually approved and signed by the com- 
mittee chairperson and members. The final step 
involves presenting it to the official policy or 
decision-making body or person to whom it is ad- 
dressed. The chairperson or members of, the 
committee should be^vailable to present and/or 
discuss the content to the groups reviewing the 
paper. . ^ ^ . 



Community Resources 

, Most advisory committees attempt to identify 
community resources and to make them available 
in support of the vocational program. The advisory 
committee itself should be considered a commu- 
nity resource because of its assistance in provid- 
ingpetfrse content advisement, reviewing the pro- 
'am, etc. ' . ^ 

There areseveralfunctionsadvisory committees . 
typically undertake in this area. Examples of these 
functions include the following activities'. 

Providls input for fiefd trips,— Field trips can 
be arr-anged through advisory committee con- 
tacts for'both students and educators. Open 
discussion of the purpose of field trips illus- 
trates how students, teaghers, and business'' 
all can benefit in some way. 
Recommend potential co-op or work experi- 
ence stations. — Depending on the purposes 
of the program, work experience may be ar- 
ranged for a day, a week, or a semester. Many 
industries will sponsor work experience pro- 
grams for teachers. 

Identify personnel from business or indus- 
try.— The committee can identify persons 
who can provide in-school instruction and 
counseling on a variety of subjects and cur-' 
rent practices. These aqtivities have proven to 
be highly beneficial to students in group ses- 
sions or individual sessions. 
Assist in obtaining instructional maieri- 
als. — The committee can help identify and 
obtain materials used in industry and com- 
pany training programs. Often teachers are 
invited to industrial training' programs br 
seminars through advisory committee me6t-^ 
ings. 




n* ♦ 
2 To gam skill m program evaluation, you may wish to refer to Module 
A-11, Evatuate Your Vocational Program 
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■ Activity J 



You may wish to ^rra,nge through your resource person to meet with a 
teacher, a school adtnijnistrator, or an advisory comnrvttee chairperson 
experiericed in maintaining an occupational advisory committee to dis- 
cuss th^problems involved in, and the procedures for, maintaining an 
existing occupational Advisory committee. At this meeting, you could 
examine and discuss an advisory committee handbook or hnanual (if one 
exists), copies of an annual program of work, and the minutes of one or 
more of the meetingsfof an adviso.ry committee. 



You may wish to arrange through your resource person to attend d^r^annual 
, and/or regular and/or special meeting of an existing occupational advisory 

committee to observe the procedures followed and'the teacher's role in the 
.meetings. ' v • " . 



You may wish to meet with your resource person ^nd/or peers to further 
discuss the informatipn in the reading(s). At this meeting, you could— 

• share experiences any members of thfe group have had in working 
with advisory committees 

• discuss further the specific assistance an ^dvisory^committee in your- 
service area or occupational specialty could give you 

• generate a list of resource persons vyho, might be helpful to the advi- 
sory committee in performing its functions 

• further define the teacher's responsibility in maintaining an advisory, 
committee once it'is operational 



The followingessay items check yourccomprehensidp of the material in the 
information sheet, Maintaining an Existing Occupational Advisory Com- 
mittee, pp. 21-^5. After reading the background inforipation provided in 
part I, respond to the ifems in part II. Each of the three itenis requires a short 
essay-type hespon^e. please explain fully, but briefly. 



Self-Check 

I. Background Information: 

You have been at Grant High School for three years, and the occupational advisory committee has 
matured to a level where it is functioning effectively. For the past two years you have been helping th.e* 
advisory committee accomplish its goals. A new chairperson has just been elected by the advisory 
commrttee— Terry Turner. Terry has asked yoMo review the role of the chairperson regarding tfie annual 
. program^of work, meeting agendas, and annual report. 

II. Essay Items: ^ 

1. Terry asks you, "Why does the advisory committee need a long-range and annual program of work?" 
^ What would you say? . • . 
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2. Terry wants to know how the agendas for each meeting are pl^nne^Jiow would you respond to this 
question? , * . ^ ^ ^ ^ 



3, Finally, Terry asks, "Mow do recommendations of the advisory committee come to the attention of the 
administration and board of education?" 
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Compare youY written responsfes on part II of the Self-Check wiUi the Model 
Answers given below. Your responses need not exactly duplicate the 
model /e^onses; however, you should have covered the same major 
points. 



V 



MODEL ANSWERS 

1 . You should explain that the advisory committee 
needs to know where it wants to go and how to 
get there. The commfttee needs a long-range* 
program of work which will help the committee 
focus upon its task. The long-range program^f 
work provides the basis for*planning the annual 
program of work. This annUal program Of work 
will help the committee identify what it wants to 
do during the year. By plarming, the committee 
can be assured that it will have adequate time 

^ and resources to accomplish these goals. ' 

2. Terry wilfprobably be glad to^know that you wil^ 
help prepare the meeting afgenda.*You and 
Terry will meet several weeks prior to the actual 
meeting. Theannual program of work and min- , 
utes of previous meetings will h6lp you identify / 
itenr^s for the agenda. Usually,' ^he executive 



committee will suggest that the chairperson 
approve the agen^, and that copies be distri- 
buted to the members in advance of the com- 
mittee meeting. 

3. There ?re official school channels through 
which -the advisory committee comrnunicates 
its repommendations \d the adnninistratlon and 
board of education. Copies of the* minutes of 
^ each meeting^(signed by the advisory commit- 
' tee, secretary, and/or chairperson) are normally 
submitted to the school administra^tion and 
then transmitted through channels to the board 
of education. Other communications, such as 
an annual report of* the activities and recom- 
mendations of the committee, may also be pre- 
pared and submitted. 



/ 



LEVEL OF PERFORMANCE: You r completed Self-Check should have covered the same major points as 
the model responses. If you missed some points or have questions about any additional points you 
made, review the materiaLin'^the informatiQjvsneet,' Maintaining an Existing Occupational Advisory 
Committee, pp. 21-25, or check with your resource person if necessary. 
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Learning Experience III 



aVERVIEW 



f^0y^^i6^S?Study de^^^ a hyppthetical. teacher rnaintdined 

*'"|«|^cc^J^na}:,«^^ c|itl|i|e the perfpm that 




L.%u,wjlf i« your cpnripdtencyjn crlltqulng tH^ teacher's perfor- 

l.^..jmfmce jnitpsrintain an pcctipational ady|8ory committee by comparing 
fv^^uricompfetfeiTcfitique with t^^^ • 
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The following Case Study describes how one vocational teacher we\t 
about' planning for and condufctihg the second meeting of a newly or- 
gafnized occupational advisory comhiittee. Read the situation described, 
and critique in, writing the way.in which Mr. Rush prepared fgr and carri,ed 
Vout'-his responsibilities for this seconci meeting. Not6 the strengths and^ 
weaknesses in his preparation and in his-^fCork with committee memoersV 



CASE STUDY 

Response to the formation of an advisory com- 
mittee forMadden Rush's vocational program was 
enthusiastic. Mr. Rush was pleased that all the 
members who had been invite^Noserve on the 
advisory 'committee had accepted th^nvitation 
and had'^attended the first meetihg. 

It was now three weeks later, the day before the 
second meeting. Letters and an agenda had gone 
out to advisory committee members the previous 
• week, and Mr. Rush had reminded members of the 
advisory meeting with a telephone call the night 
befoYe. All members had agaip indicated they 
would be able to attend tffe Thursday meeting . The 
meeting was scheduled for 4.00 in the conference 
room of the Clearview Valley Administration build- 
ing. 

The ad hoc committee assigned to form operat- 
ing rules^ or bylaw§, for the advisory committee 
had been unable to meet the previous week as two 
of the three members could not cQm^ Therefore, 
the meeting was rescheduled for 3:30 on the day of 
the ajdvisory committee meeting. 

Wr. Rush had furnished the members of the ad- 
visory committee with a sample set of bylaws. He 
felt confident that the sample bylaws would be 
adopited simply as 9 matter of course and that this 
task could be easily accomplished in the 30 min- 
utes^ before the scheduled nieeting. 

Mr. Rush's last class ended at 3:15, so this al- 
lowed time to reach-the Clearview Valley Adminis- 
tration Building which was only five minutes driv- 
ing time'away. Mr^Ru^ left promptly at 3:20 with 
the slide/tape presentation on, his vocational pro- 
gram, but traffic was heavy and he didn't get to the 
Administration Buijding unti|/^?T3^." 

The ad hoc members of the rules committee had 
already arrived and evidently had been discussing 
a section ofthe bylawfe which indicated the teacher 
would be an ex officio member of the advisory 
Committee. There had evidently been some heated 
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iscussion between Mr. A! Wright and Ms. Susan 
hilie on the bylaws. The other members of. the 
committee began arriving about 3*:45, and, after 
greeting the ad hoc committee members, they 
joineciin an informal discussion of the bylaws. 

Noting that it was already^4:30 and the regular 
mee ing had not begun, Mr. Rush suggested they 
begin their regular meeting. As chairman, 1^ 
briefly^reviewed the first meeting and explained 
that the ac^hoc rules committee had met just be- 
fore the rpleeting. Ke then suggested the commit- 
tee chairperson, Mr. Wright, read the proposed 
bylaws with the changes agreed upon by, the 
committee members. Mr. Wright read the bylaws ia 
a monotone. The other members looked very 
bored, butsome discussion did follow the reading. 

Mr. Rush then appoihted an ad hoc committee to 
prepare a .slate of candidates for the advisory 
committee. After Mr. Rush expl^ned the rationale 
for an advisory committee program of work, he 
suggested some areas in which the committee 
could assist. Discussion on the proposed content' 
of the program of work followed. 

Some members felt a cora/nunity needs as- 
sessment vyis of primary importance, while others 
"felt an in-depth evaluation of courSe content was 
more^impertant. Another mfember suggested that 
they mighti)e performing a greater service by as- V 
sistirrg'ttTH'* teacher >o studMt plaqem'ent. An ad ^ 
hoc comrpittee was appoinjid to bring a proposed 
program of vyork before the group at the next meet-- 
ing. ' ' ' 

Notihg that it was 5:30,*Mr. Rush suggested 'they ^ 
become more familiar with the vocational program' 
by viewing the slide/tape^p(esentation and visrting 
the laboratory. The slide?tape presentation lasted 
20 minutes, and there were some questions orv the 
presentation. At 6;00 the^inembers left the Admin- 
istration Building to view the vocational labora- 
tories in the Clearview High School. The meeting 
broke up about 6:30. 

r ' 
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Compare your completed written critique of the Case Study.with the Model' 
Critique given belovy. Your response need not exactly dupHcatethe model 
response; however, you should have .covered the same major points. - 



MODEL CRITIQUE 

MC- Rush^jid an effebtive job of notifying his 
advisory committee members by letter and with a 
follpw-up telephone calL He included an agenda 
for the meeting, which was helpful. However in- 
cluding a copy of the proposed bylaws would have 
shorteneckthe meeting so their time together,could 
have been more productive. Rescheduling the ad 
.^hoc rules committee meeting on a d,ay before the 
^regular meeting would have made this possible 

It would h^ve been better if^r. Rush had arrived 
before his committee members'. In this* way, he 
qould have had the roonr^set up wi^th pencils,vpads, 
,and other necessary materials. He'would have also 
been able to greet each oj his committee mem- 
~~ ber^. 

• > 

His selection of a slide/tape presentation de- 
^ scribing his prx>gram was a good choice ta us^e 
• with a new adv^ory committee However, ii might 
have been more effective to give the committee 
members this orientation to the program and the 
laborjpitory before they discussed the' program ot 
work. ' - \ 
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'Setting up an ad hoc committee* to select candi- 
dates for advisory committee officers vvas a logical 
choice for the second meeting. Setting up a dom- 
mittee to formulate^a program of work was also 
good, although tie max/ieed to serve as a resource 
person to this group^ 

This meeting, unfortunately, lasted for two and 
ohe-hal,f hours f^ most inembers, and three hour3 
for the ad hoc committee. It is suggested that these 
meetings be no longer than one and one-half 
hours. He may have been able to save tirpe by 
scheduling the meeting in his classroom or iri^he 
same building as his labors^tory. Time would also 
have been saved if the ad hoc committee had 
met earlier and their recomm^nd4|jons been sent 
to the respective xommitt^ meflroers. Starting 
punctually at 4:00 w^uld^lso have saved time. 
Keeping advisory comiwftee members into a meal 
hour/without providing a meal should be avoided. 

^Setting a regular date for future meetings should 
havp been done at this meeting if this was not 
accomplished at the first meeting. It would have 
.been wise to remind committee members of the 
next meeting date before the meeting broke up. 



LEVEL OF PERFORMANCE: Your completed critique sfiould have covered the same major f^oints as the 
model response. Jf you missed some points or h'ave questions about any additional pointy you made, 
review the material in the information sheet. Maintaining a Newly Organized or Reorganized Occupa- 
tional Aclvis9ry Committee, pp. 6-13, or'Qheck with your resource person if necessary. - ^ - 
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Learning Exjienence IV 



FINAL EXPERIENCE 




Activity _ 




'%hile working in afn actual school situation,* maintain an occupatiohal 
^dvl^ory committee. ' . \ . • 



While working with either a newly org^zed (or reorganized) or existing^ 
"^occupational advisory committee, assist membejs in maintaining the 
smooth and effective operation of the committee. This will include — ^ 

• orienting new members to their role^nd function 

• assisting The commitfee in planning and carrying out the annual 
program of wopk -..-^.r ^. 

planning and conducting'the initial meetings ofthe committee, and/or 
assisting in the arrangeprients and planning for regular and special 
meetings < ' ' 

• ensuring continuing communication between the committee and t|ie 
school administration . ! 

NOTE: Due- to the nature of this experience, you will need to have access 
to an actual scJffool situation over an extended period of time. 

As you complete each of the above activities, d&cument your acfions.(in 
writing, on tape, through a log) for assessment purposes. 

Skill in planning and conducting the initial meetings of-a-newly org^anize^ , 
(or reorganized) advisory conmiittee is an important aspect of maintai nrng 
the committee. How6ver, it (Recognized that it may not be possible for you 
to perform this function (e.g^f these meetings have already been held by 
the previous teacher, and^u are working with a functioning committee). 
In this case, the items oni the TPAF relative to the initial meetings will not be 
applicable to your^ituation.^ 



Arrange in advance tofhave your resource person review your documenta- 
tion and, if po^ibl^MServe at least one instance in which yoti are working ^ 
With the committee!^., serving as temporary chairperson for an initial' 
me*eting). , _ 

Your total competency wUfbe assess6d by your resource person, using the 
Teacher Performance Assessment Forrn^ pp. 39-40. 

Based upon the criteria specified in this assessment instrument,^ your 
resource pecsonwilrdetermine whether you are competent in maintaining 
an occupational advisory bomrtiittee. 



'For a definition of "actual school situation, see the inside back cover 
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TEACHER PERFORMANCE ASSESSMENT FORM 

Maintain an Occupational Advisory Committee (A-5) 



Name * 



Directions: Indicate the level of the teacher's accomplishment by placing 

an X in the appropriate box under the LEVEL OF PERFORMANCE heading. . oate 
If. ^caus^, of special circnjmstances, a pertornlcince component was not 
applicable, or impossible to execute, place an X in t+ie N/A box. 



Resource Person 



LEVEL OF PERFORMAtJCE 



# ^° ^ o° "'^r 



fnplanninfi and conducting the initial meetings of the advl' . * 

scry conunlttee, the teacher: - • Fl I I I 1 I I m 

1. planned the agendas for the initial meetings >?r-> I— J I — I I — I I — I LJ I — I- 

,2. mailed invitations, agendas, and necess'ary materials in 

advance of the meetings to members, ex officio mem- i i rn i | pi | I 

bers, and guests I — I 'I — ' ' — \ I — I LJ 

3. provided necessary materials (paper, pencils, agendas, 

list of members, file-folders, file space, etc.) to members - [ — i i — i i | | I 'I | I | 

at meetings , - I — ' I — I— J I — I ; L-^ LJ 

4. served as temporary chair^pre^on for the inj^al^mee^i;^ 

5. conolucted the meetings in a businesslike manner /. . . 

6. * introducgchmembers to eacTrqther 

7. provided opportunity foT^^fQnrial social exchanges . . . D C C , C C-J 



^. guidSd'the committee irxdi^loping^nd adopting a set i — i i i i | | I j I j I - 

of operating rules ^.J. ..r" ^ I — I I — II — I L — I LJ^LJ 

9. guidad^the committee in electing a chairperson* and i — i i i i | | j pH I I 

other officers specified in the operating rules I — I • I — I L-J I — I LJ I — I 

1D. provided background information on vocational p>o- i — i i i i | | l [ I pfl 

gram objectives and activities i \ . I* — I ' I — I I — I U-J^^^ i — I LJ.^ 

11 /assisted the committee in identifying major concerns r — i i — i i | [~1^JP]. 1 j * 

needing attention of the committee I — I I — I LJ L^i^^'TVJ « — ' 

12- assisted the committee in^planning the annual pro^gram q . ^ Q Q Q ' . Q j | 

of wQrk ^ , 

13. gradually transferred leadership from himself/herself to [ i ,| | r~| [ VJIH fTl^ 

the comnjittee..'. i — l,-^' — ' LJ LJ'*-'n_l LJ - 
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After the advisory committee was operational, the teacher: 

14. assistejd the committee in planning the annual program i — i i — i i — i i — i i — i i — i 
ofwor>>^.... |_| U U [_] U U 

15. met with the okiairperson before each meeting (regular i — i i — i i — i i — i rn .1 — | 
and special) to hN^ plan the agenda I I I I I I I j , I | | | 

16. arranged to have school facilities (room, file space, re: 

freshments, duplication services, supplies, etc.) available i — i i — i i — i r — i — i 

for committee meetings ; ^ I I I I I I 1 I L I I I 



^17. mailed notices, agendas, and necessary materials to i — i i — i i — i i — i I — i i — i 

members in advjujce of the meetings I I I r I I I I I I I I 

18. acted as a consultant to committee members . . . □ □ □ □ □ 

19. maintained close com/nunication between tne commit- i — i r — i i — i i — i - \ — i 
tee and the school administration * LJ I I I I I I I I I I 

20. assisted members in producing a handbook to orient . 

new members and officers to their role and functions i — i i — i * i — i \ — \ , \ — i i — i 

(optional) . .\ .. : . . |_| U U LJ U U 

21. provided members <fvith information about vocational ^ , o 

program activities and accomplishments to aid them in i — i i — i i — \ i — i i — i i — i 

' carrying out their activities .: I | I | | I | | | |' | | 

22. assj^ted the Comhiittee in preparing minutes of their i — i i — i i — i i — i r-i 
meetings and other reports, as af^p/opriate I I I I I I I I LJ LJ 



LEVEL OF PEFJFOflMANCE: All items must receive N/A, GOOD, or EXCELLENT responses^Traqy item 
receives a NONE, POOR, or FAIR response, the teacher and resource person should meet to detenvjne 
what additional activities the teacher needs to complete in order to reach competency in the weak 
area(s). 
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ABOUT U^NG THE CENTER'S PBTE 
MODULES 



Organization 

Each module is designed to help you gain competency 
in a particular skill area considered important to teach- 
ing success. A module is made up of a series of learn ing 
experiences, some providing background information, 
some providing practice experiences, and others com- 

-blning these tw^ functions. Completing these experi- 
ences should enable you to achieve the terminal objec- 
tive in the final learning expenerice. The final experience 

, in each module always requires you to demonstrate the 
skill in an actual school situation when you are an Intern, 
a student teacher, or an inservice teacher. 

Procedures 

Modules are designed to allow you to individualize your 
teacher education program. You need to take only those 
modules covering skills which^you do not already pos- 
sess. Similarly, you ne^d not complete any learning ex- 
perience within a module if you already have the skill 
needed to complete it. Therefore, before taking any 
module, youshould carefully review (1)the Introduction,^ 
(2) the Objectives listed on p. 4, (3) the Overviews pre-" 
cedingeach learning experience, and (4) the Final Ex- 
perience. After comparing your present needs and com- 
petencies with the information you have read in these 
sections, you should be ready to make one of the follow- 
ing decisions: 

• that you do not have the competencies indicated, 
and should complete the entire module 

• that you are competent in one or more of the en- 
abling objectives leading to the final learning ex- 
perience, anduthus can omit that (those) learning 

- ' experience(s) 

• that you are already competent in this area, and 
ready to complete the final learning experience in 
order to "test out" 

• that the module is inappropnajfe to your needs at 
. * this time , . ' 

When you are ready to take the final learning experience 
and have access to an actual school situation, make the 
necessary arrangements with your resource person. If 
you do not complete the final experience successfully, 
meet with your resource person and arrange (1) to re- 
peat the experience, or (2) complete (or review) previous 
sections of the module or other related activities 
suggested by your resource person before attempting to 
repeat the final experience. 

Options for redycling are also available in each of the 
learning experiences preceding the final experience. 
Any time you do not meet the-mininr\k*fn level of perfor- 
mance required to meet an objective, you and your re- 
sourge person may meet to select activities to hglp you 
reach competency. This could involve (1) completing 
parts of the module previously skipped; (2) repeating 

. activities; (3) reading supplementary resources'or^com- 
pleting additional activities suggested by the resource 
person; (4) designing your own learning experience; oc 

^ (5) completing some other activity suggested by you or 
your resource person. 



Terminology 

Actual School Situation ... refers to a situation in 
which you are actually workin'g with, and responsible 
for, secondary or post-secondary vocational students in 
a real school. An intern, a student teacher, or an in- 
service teacher would be functioning in an actual school 
situation. If you do not have access to an actual school 
situation when you are taking the module, you can com- 
plete the module upto the final learning experience You 
would then do the final learning experience later; i.e., 
when you have access to an actual school situation. 
Alternate Activity or Feedback . . . refers to an iterp or 
feedback device which may substitute for required 
items which, due to special circumstances, you are un- 
able to complete. 

Occupational Specialty . . . refers to a specific area of 
preparation within a vocational service area (e.g.. the 
service area Trade and Industrial Education includes 
occupational specialties such automobile me- 
chanics, welding, and electricity) 
Optional Activity or Feedback . . . refers to an item 
which is not required, but which is designed to supple- 
ment and enrich the required items in a learning experi- 
ence. 

Resource Person . , . refers to the person in charge of 
your educational program, the professor, instructor, 
administrator, supervisor, or cooperating/supervising/ 
classroom teacher who is guiding you in taking this 
module. 

Student . . . refers to the person who is enrolled and 
receiving instruction in a secondary or post-secondary 
educational institution. 

Vocational Service Area . . . referstoamajorvpcationai 
field. agriculturaLeducation, business and office educa- 
tion, distributive education, healttrocctipatior^s.ed.uca- 
tion, home economics education, industnal arts edu- 
cation, technical education, or trade and industnal edu- 
cation 

You or the Teacher . . . refers to the person who is tak-^ 
ing the module. 

Levels of Performance for Final Assessment 

N/A . . . The criterion .was nof met becai^ it#?as not 
applicable to the situation. 

^one ... No attempt w^s made to meet the crit^ion, 
although it was relevant. " 

Poor . . . The teacher is ynable to peWorm this skill or 
has only very limited ability to perform it. 
Fair . The teachey is unable to perform this skill in an 
acceptable manner, but has some ability to perform it. 
(k>od . . . The teacher is able to perform this skill in an 
effective manner. 

Excellent . The teacher is able to perform this skill in a 
very effective manner. 
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Titles of The Center's 

Performance-Based Teacher Education f^oduieis 



C aHgory A: Pro|r»m Pining, D«v«lopm«nt, and Evaliiatton 

A-1 Prepare for a^mmumty ^Survey 

A-2 Conduct a Community Survey 

A-3 < Report the Findings of a Community Survey 

A-4 Organize an Occupational Advisory Committee 

A-^ Maintain an Occupational Advisory Committee 

A~6 Develop Program Goals and Objectives 

A-7 Conduct arr^cupational Analysis 

A-8 Develop a Course of Study 

A-9 pevelop Long*Range Program Plans * 

A-10 . ^nduct a Student Follow-Up Study ' 

A~11 Efeluate Your Vocational Program 

t^alegory B: Inatructlonal Planning 

B-1 Detemiine Needs and Interests of Students 

B-2 Develop Student Performance Objectives ^ 

B-3 Develop a Unit of Instruction 

B-4 Develop a Lesson Plan 

B-5 Select Student Instructional Matenals 

B-€ Prepare Teacher^Made Instructional Matenals 

Cj}t*9ory C: Instructional Execution 

C-1 Direct Field Tnps * 

C-2 Conduct Group Discussions, Panel'Discussions^and 
Symposiums 

C-3 ^ Employ Brainstorming, Buzz Group, and Question Box 
' Techniques 

0-^ Direct Students in Instructing Other Students 

0-5 Employ Simulation Techniques 

•C-6 Guide Student Study 

C-'7 Qirect Student Laboratory Experience 

0-8 Direct Students In Applying Problem-Solving Techniques 

0-9 Employ the Project Method 

O-10 Introduce a Le^n 

0-11 Summarize a Lesson 

0-12 Employ Oral Questioning Techniques 

0-13 Employ Reinforcement Tectmic^ues-^ 

0-14 Provide instruction for Slower and More Capable Learners 

0-15 Present an Illustrated Tallc 

0-16 Demonstrate a Manipulative Skill 

0-17 Demonstrate a Concept or Principle 

0-18 Individualize Instruction I 

0-19 Employ the Team Teaching Approach 

O-20 Uje Subject Matter Experts to Present Information 

0-21 Prepare Bulletin Boards and Exhibits 

0-22 Prasenl Information with Models, Real Objects, and Flannel 
Boards 

0-23 Present Information with Overhead and Opaque Materials 

0-24 Present Information with Filmstrips and Slides 

0-25 Present I nf donation with Films ' • » 

0-26 Present Information with Audio Recordings 

0-27 l^resentjnformation with Televised and Videotaped Materials 

0-28 Employ 'Programnied Instruction 

0-29 Present Information wifh the Chalkl^oard and Flip Chart 

Category D: tnalnicliofial EvahMrtion 

D-1 Establish Student Performance Criteria ^ 

D-2 Asaese Student Performance: Knowledge 

D-3 Aa ae w Student Performance: Attitudes 

0-4 Aaaaat Stuo'ent Performance: Skills 

D-5 Dttemii*^ Student Grades 

P-6 Evaluate Your Instructional Effectiveness 7 
Calagofy C: InatmcMonai Managamant 

E~1 Projact Instructional Resource Needs 

E-2 Manage Your Budgc^ting and Reporting ResponsibllKies 

E-3 Arrange fof Improvement of Your Vocational Facilities 

E«-4 Maintain a Filing System 



E-5 Provide for Student Safety 

E-6 ProvWe for the First Akl Needs of Students 

E-7 Assist Students in Developing Self-Discrpline 

E-8 Organize the Vocational Laboratory 

E-9 Manage the Vocational Laboratory 

Category F: Guidance 

F-1 Gather Student Data Using Formal Data-Collection Techniques 

F-2 Gather Student Data Through Personal Contacts 

F>3 Use Conferences to Help Meet Student Needs 

F-4 Provide Information on Educational and Career Opportunities 

F-5 Assist Students in Applying for Employment or^urther Education 

Category Q: School-Community Relations 



G-1 

G-2 
G-3 
G-4 
G-5 

G-l6 

G-7 

n 

G-10 

Category H: Student Vbcatlbnal Organlxation ' ' 

H-1 Devek>p a Personal Philosophy Concerning Student Vocational 

Orgaojzations 
H-2 Establish a Student Vocational Organization 
H-3 ' Prepare'Student Vocational Organization Members for' 
Leadership Roles ^ 
Assist Student Vocational Organization Members in Developing 



Develop a School-Community Relations Plan for Your Vocational 
Program 

Give Presentations to Promote Your Vocational Program 
Develop Brochures to Promote Your Vocational Program 
Prepare Displays to Promote Your Vocational Program 
Prepare News Releases and Articles Concerning Your Vocational 
Program 

Arrange forTeleviston and Radio,Presentations Concerning Your 

Vocational Program * 
Conduct an Open l-iouse / 
Work With Members of the Community^ 
Work with State and Local Educators « 
Obtain Feedback at>out Your Vocational* Program 



H-4 

H-5 
H-6 



and Financing a Yearly Program of Activities < 
Supervise Activities of the Student Vocational Orgarii^ation 



Guide Participatk>n in Student Voca^k>nal Organizatton^ntests 

Category I: Proilaaslonal Role and Devalopmant 

1-1 . Keep Up-to-Date Professionally * 

1-2 Serve Your Teaching Profession 

1-3 Deyelop an Active Personal Philosophy of Education 

1-4 Serve the Schoofand Community 

1-5 Obtain a Suitable Teaching Position 

1-6 Provide Lat>oratory Experiences for Prospective Teachers 

1-7 Plan the Student Teaching Expenence ^ 

1-8 Supervise Student Teachers 

CatagofV J: Coordination of Cooparatfva Education 

J-1^ Establish Guidelines for Your Cooperative Vocational Program 
Mahagtt the Attendance, Transfers, and Terminations of Co-Op 
Students 

Enroll Students in your Co-Op Program 
Secure Training Stations for Your Co-Op Program 
Place Co-Op Students on the Job 
Dewlop the Training Ability of On-the^ob Instructors 
Coordinate On-the^ob Instruction 
Evaluate Qo^p Students' On-the-Job Performance 
Prepare for Students' Related Instruction 
Supervise an Employer-Employee Appreciation Event . 



J-2 

J-3 
J-4 
J-5 
J-6 
J-7 
•J-8 
J-9 
J-10 

RELATED PUBUCATIONS 

Student Gukte to Using Performance-Based Teacher Education 
Materials . 

Resource Person Guide to Using Performance-Based Teacher 

Education Materials 
Gukle to the Implementation of Perfon^ance-Based Teacher Education 



For Information r^gardlrnf availability and pricas of thaaa matariala contact- 

AAVIM , 

* Afherlcan Association for Vocational Instructional Materials 

120 Engineering Center a Athens, Qeor'gia 30602 a (404) 542-2586 
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